Title: Withholding Info W4/W5 — W-4 Election

Withholding Info W4/W5 — W-4 Election Transaction Code:

Purpose

Trigger

Prerequisites

End User Roles

PA30
Use this procedure to maintain (change) an employee’s W-4 or W-5 election.

Perform this procedure when there is a change requested by an employee that
affects their W-4 withholdings.

The employees must be in active status.

In order to perform this transaction you must be assigned the following role:
Payroll Processor

Change History Change Description

12/15/04 Procedure created

1/27/06 Update

5/14/09 Update description of start date field

1/11/10 Updated screen shots to match current system. Added note for Start date field if
completing for a new hire.

9/28/11 Updated screen shot of Withholding Info W4/W5 US (0210) to reflect new fields

Menu Path Human Resources = Personnel Management = Administration = HR Master Data

Transaction Code

- Maintain

PA30

Helpful Hints

The Payroll Processor will use this procedure to update an employees’ W4 or W5
Information.

WSD Personnel

1of6
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The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses
are shown below:

Message Type Description

Error (%) ) ) i
Example: Make an entry in all required fields.

&

Action: Fix the problem(s) and then click & (Enter) to validate and proceed.

Warning

® Action: If an action is required, perform the action. Otherwise, click

Example: _®_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

& (Enter) to validate and proceed.

Confirmation & .
Example: Save your entries.

g or & Action: Perform the required action to proceed.

HR
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Procedure

1. Start the transaction using the above menu path or transaction code PA30.

=4

HRE master data Edit Goto Extras Utilities Settings  Systern  Help

& DAE @ CHE DL BE @0
Maintain HR Master Data
O[]kl [ 3]

| =3[ E ||:’ Personnel no =]
Find by

= @ Person
Rl collective search
Hl search Term
{Hl Free search

raonal Data Payroll  Benefts . Time Recording , Addtl. Personal Data N =
I:DEE Infotype text |E | |—‘ Period
Actions [+]] | @ Period
:Orgamzatwunal Assignment ] From Ta
| |Personal Data O Today O Curr.week
7Addresses Q Al O Current manth
| |Planned Warking Time O From curr.date O Last week
| |Basic Pay OTo Current Date O Last month
_Contract Elements O Current Period O Current Year
| |Date pecifications =
Famity/Related Person =
Direct selection
Infotype STy

2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel no. R The employee’s unique identifying number.

Example: 40000186

3.
Click Q (Enter) to validate the information. Verify you have accessed the correct employee
record.

4 Click the MGG tab.

> Select the box to the left of " |-ﬁ'f“-"i'-t-h-rl';'-l-E-j-I[-'-g-l-r--'-f'-:'--ﬁ'-’lj"—f"-:!’-ﬂf’lj"-'r-t'?--L-‘I-S-é to select

6. In the Period select the All radio button

7. Click (Overview)
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=
Infotype  Edit Goto Extras  Systern Help

& ndH @@ SHE ahos BE @
List Withholding Info W4/W5 US (0210)

Bz = EiE
m Personnel Mo. 40000186 Mame ACKERSON SUE

|
| PersArea |2350| Dept of Labor & Industries EEGroup|0| Permanent

Find by
= @ Person PSubarea |DOHA | WFSE Agencywide EESubgroup 05| H-OT Elig=40hrsiwk  Status  Active

(B Collective search | g oo (9170171800 to  [12/31/9998 STy.
{Hl search Term
B Free search

Tax Withholding Informations WaAVS

I KD (=

8. Click the box to the left of the record to be changed.

3. Click (Copy)
=

Infotype Edit Goto Extras  Swystem  Help
@ A 0IQC@@ SERE STO8 BAE &M

Copy Withholding Info W4/W5 US (0210)
| Ex

Personnel Mo. |40000186 Marne ACKERSON, SUE
PersArea (2350 Dept of Labor & Industries EEGroup 0| Permanent
PSubarea [B001 | Mon Fepresented  EESubgroup (81| Monthiy(M) OT Exe..  Status  Active
Start D 1273179998

Status

Tax authority FED |Federal Tax level A Federal
Filing Status 01| Single

Exemptions

Allowances

Tax Exempt Ind. Mot exempt e IRZ mandates

Withholding adjustments
Add withhaolding Ush
Default formula {1 PCT MTHD-RES. L Alternative formula

[IMon-resident tax calculation

Additional Information
[ Check here if the last name diffars from that shown on the Social Security card

Crwverrides (from Infotype 0234)
From date |En|:| Date |Supp|ementa| rmethod Tax override Ermpl. Owerride Group |
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10. As required, complete/review the following fields:

Field Name

R/O/C

Description

Start (date)

R

If making a W4 change:

The Start date must be entered as the previous Check
Date’ plus one day.

Example: The previous Check Date was 12/23/2011,
then the Start (date) will be entered as 12/24/2011.

@Note: If this is for a new hire you would use the
employee’s hire date.

!Check Date’s are listed on the HRMS Payroll Calendar
http://www.dop.wa.gov/payroll/HRMS/PayrollCalendarSche

dules/Pages/default.aspx which can be used to verify the
check date as there are a few check dates that don'’t fall
on the 10" or 25™ .

Filing Status

This is a status elected by the employee for federal tax
withholding.

Example: 02

Allowances

This is the number of dependents claimed for tax filing purposes.
It affects the amount of taxes withheld from an employee's
paycheck.

Example: 1

Add.withholding

This is an amount designated by the employee to be withheld
from his/her check above the amount that will be taken due to
filing status.

Example: 250.00

WSD Personnel
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=
Infotype  Edit Goto  Extras  System  Help

o {O@lece CHE fnos DR @O
Copy Withholding Info W4/W5 US (0210)

L]

Personnel Mo, | 20048561 MName Stack Test 092011 092011

PersArea (2350 | Dept of Labar & Industries EEGroup @ | Permanent

PSubarea (0001 | Non Represented  EESubgroup |01 | Monthly(h) OT Exe..  Status  Active
Start Hz/24ar2011 tl:u 1273179999

Status

Tax authority FED |Federal Tax level Al Federal
Filing Status ozl Married

Exemptions

Allowances 1

Tax Exermnpt Ind. Mot exemnpt B IRS mandates

Wyithholding adjustments
Add withholding 250.00 (USD [IMon-resident tax calculation
Default formula 01| PCT MTHD-RES. U Alternative formula

Additional Infarmation

[v] Check here if the last name differs from that shown on the Social Security card

Owerrides (from Infotype 0234)
From date IEnd Date |Supp|ementa| method ITa}{ override Empl. Override Group

11. Click & (Enter) to validate entries.

]
12. Click (Save) to save.
@ The system displays the message, “Record Changed”.

13. You have completed this transaction.

Results

You have successfully updated an employee’s W-4 election while the employee is active. Note: This
procedure details how to make a change to this infotype while the employee is in active status and
either requests the change or is transferring to another agency.

Comments

None.
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